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	REQUEST FOR FIELD TRIP

School

     
Teacher making request

     
Date

     
Class or Group Going on Trip

     
Dates of Trip

     
Time Leaving School

     
Time of Return

     
(Arrival at School)

Destination (Address/Location) & Schedule Itinerary (Specify times of appointment and/or reservations or routing, if necessary):
     
     
     
Number of pupils going on trip:

     
Number of adults going on trip:

     
Name:

(A) Teacher(s)

     
(B) Parent(s)

     
(C) Other

     
TRANSPORTATION ARRANGEMENTS:
Board of Education Pays:

$

     
Group Pays:

$

     
(1)
 Mode of Transportation:

 FORMCHECKBOX 

School Bus

 FORMCHECKBOX 

School Van
 FORMCHECKBOX 

Personal Vehicle(s)

 FORMCHECKBOX 

Other (specify)

     
(2) 
If school district buses and/or suburban(s) are being used, the itinerary must be furnished to the 
district’s Chief Financial Officer.

(3)
If school district transportation is not available and contract transportation is required, the 
contract transportation must be arranged by the district’s Chief Financial Officer.
(4)
Please include projected cost of gasoline if school vehicle is used. This amount will be charged 
to the school’s field trip budget.

Name of Teacher(s) in Charge:

     
A “RELEASE FROM RESPONSIBILITY” SLIP FROM THE PARENT(S)/GUARDIAN OF EACH PUPIL WHO IS GOING TO TAKE THIS TRIP MUST BE ATTACHED TO THIS REQUEST. 

NO PUPIL IS TO BE PERMITTED TO GO ON THE TRIP UNLESS A RELEASE FORM IS PROPERLY SIGNED AND HAS BEEN PROVIDED TO THE PRINCIPAL.
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Overnight field trips must meet the following conditions at least thirty (30) days prior to the date of departure, unless otherwise authorized (in writing) by the district’s Chief Financial Officer:

1. All funds needed for the trip must be deposited with the district’s Business Office.

2. For those going on the trip, all parent/guardian permission and release forms must be signed and must be in the principal’s possession.

3. The teacher in charge of the trip assumes full responsibility that the students will be reasonably chaperoned.

4. A final copy of the itinerary and identity of the chaperons has been given to the principal.

FIELD TRIPS TO FOREIGN COUNTRIES

1. Requests shall be received by the Chief Financial Officer no later than three (3) months before the contemplated departure date.

2. Requests shall be accompanied by evidence of compliance or of ability to comply with the following:

a. The execution and submission of a statement of waiver acceptable to the school district’s legal counsel which exempts the board of education from financial responsibility, except for those district funds which are authorized by the building principal to be used from that building’s allocation.

b. A policy of insurance which provides adequate protection to participating students, school employees, and volunteers in case of illness and/or accident, as well as liability insurance which fully protects the board of education, school employees, volunteers, and students in planning and implementing all phases of the trip.

c. The provision of insurance covering the value of district equipment that is to be used by the group while outside of the school district.

d. The submission of a plan for fund-raising activities, for the accounting of the funds, and for the return of the funds if not used for the purposes specified by the contributors.

e. Evidence of passports or other required travel documents for each trip participant. 

Approval of Principal

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

     
Signature of Principal

Date

Approval of Chief Financial Officer

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

     
Signature of Chief Financial Officer
Date

Approval of Superintendent

 FORMCHECKBOX 

Yes  

 FORMCHECKBOX 

No

     
                Signature of Superintendent

              Date
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